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19 July 1962

© After so long & time between| |visit to your office
last year to iuventory your records snd ay currest letter, I feel
that an sxpdanebion is nscessary.

buring the interis visits vere made to | Pffices to
survey thelr records and o write up Records Control Schafules which
ﬂ&ﬂz“waameatm*ﬂmmczniiaui£ﬁr<mmwm¢. Proz these v hove to

gin f eonbine the ached les for general use lu all of the
When all the comsents were veceived they vere

mm&@ﬂa&anﬁ,n::nwmumnm.%nwwﬂmﬂiaﬁhznmnmso£| |
Hendgquarters 3taff. The changes w found necessary wore o your
schediis. I an now trangnitting the schedule for implenentation. I
you have any further copments about the items op your scheduls I would
sppreciate hearing froum you.

We heve eatablished 8 sepsrate lten for records pertaluing to
axparditaren | | After Aiscussing the coments
with your Hesdguarters Staff w wore Lufornmed that the Audlt Steff had
yrevicusly sdvised that this type of msteriel be retalned perpanently
Tar support of auwdit determinmtions. These records ahould be brought
togather and sainiained as & saparate record series. If ypou flnd that
your yoluse is too great to retein thepe recoxds within your office
ares; you =ay wish to contec®| | your Records Officer
at Headgusriars, who vill make arrangasents for storage of the records
at the Agency Hocords Center. The other items on the schaduls were
re-~musbered 0 ifnclnde this 1ten on the schadule.
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I & giad the shelf Tiling systen is meebing with your epproval.
¥hile the sbelving =y beve given you additionsl f£iling syece; the
disposition or vemovel of insctive or gbsolete records should not de
contingent on the soount of £iling speace syailable. The achedale is
2 systeratic plan for »idding your files of inactive smbterial ss scon
as possibls. Thls makes for good records ssoagenant prectices and
improves the operating efficlancy of the ataff.
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